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Foreword

Whenever we ask groups of people to describe the ideal learning environment, words
like *safe,” "secure,” “intellectually stimulating,” and “"engaging” inevitably come up.
Few would disagree that our schools and communities should strive to create such
environments for all their students. Unfortunately, as we all know, establishing security
anywhere in our society is becoming more and more difficult. Schools are no longer
insulated — if they ever were — from the violence plaguing the society around them.

And so it is that schools everywhere — from our most densely to our most sparsely settled
regions — are feeling the need to prepare for a variety of situations, including incidents
of violence. To help respond to that need, the Laboratory has published this handbook.
We see it as but one of many strategies schools can use to ensure that all their students
can spend their in-school time engaged in high quality learning.

In fact, the act of building a preparedness plan gives schools a chance to foster that
sense of community that is so beneficial to siudent achievement. A crucial part of the
plan is drawing together the school staff and community members to work toward a
common goal — ensuring the safety of all students before, during, and after a crisis of any
kind. Schools might also find that in preparing their plans, they identify some early
warning signs and work to prevent crisis situations before they occur.

This particular publication does not deal with the area of instruction — engaging students
i high-level learning opportunities; other Laboratory publications do that. Rather, it
shares one way to establish plans that we all hope a school never has to implement. But
as Efrain Fuentes and Ray Rose have found in their work with schools facing a crisis,
those with preparedness plans weather crises with far less disruption of learning than
those caught unaware and unprepared.

Glen Harvey

Executive Director

The Regional Laboratory for Educational
Improvement of the Noriheast and Islands

April 1995
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Introduction

Introduction

Today's schools are confronting more dangerous situations than they ever imagined, or
that most school personnel have been trained to handle. By the late 1980s a minimum
of 157,000 crimes were committed every day in U.S. schools (Quarles 1989). Annually,
three million incidents of assault, rape, or robbery occur on school property, and
approximately 525,000 assaults and robberies occur in secondary schools each month
(Reed and Shaw 1993). Add these violent incidents to the potential for accidents or

natural disasters, and it becomes crucial for schools to be prepared to cope with and
manage any crisis.

This handbook is intended to create and foster a proactive approach to a potential crisis
in your school. It prepares the total school community to cope with the possible impact
of a destabilizing occurrence. The planning it promotes has broad applicability because
the potential for on-campus violence, disturbances, or other crises, impacts all schools.
Violence or natural disasters can occur in any community, including those with no history
of a violent act or episode.

With schools and their administrators increasingly being held accountable for students'
lives as well as their academic achievement, school personnel are forced to attend to
needs more basic than academics and instruction. They must also attend to the
emotional, psychological, and safety needs of their students.

The School Emergency Response Plan (SERP) developed with this handbook is not
intended to be a "violence prevention” program; nor should it be seen as an alternative
to violence prevention efforts. Rather, it represents one important element in a school's
efforts to ensure a safe learning environment for all students. Any SERP should
represent a point along a school safety/violence prevention continuum that can and
should be developed simultaneously with a general violence prevention program.
However, a SERP can be developed and implemented as a first step. Although much
effort and energy will go into a good SERP, the return on this investment is very much
worth the effort.

This handbook was developed from two main areas of work: One, observation data
collected from a variety of schoois faced with putting their communities back together
after a violent incident, coupled with findings from a “violence/conflict” focus group
held in an urban school system; two, the authors' many years of administration, teaching,
training, and research experience with school systems facing a variety of crises. The data
generated from the focus group came from administrators who were brought together to
problem solve and unravel the causes, impact, reverberations and most importantly,
*actions in response to” the increased and seemingly unabated violence in their school
districts. ‘

In any school, the teachers, students, parents, and staff will be the main people affected
by a crisis, so it stands to reason that they should be pivotal in the development of a

(® The Regional Laboratory for Educational Improvement of the Northcast & Islands 1

J




School Emergency Response Plan

preparedness plan. The handbook describes the roles people need to assume in a crisis
situation. For example: Who calls the parents? Who handles or speaks with the media
(or inversely, who would not be a person to speak with the media)? Who assesses the
psychological support needed? What role if any does the school take or assume in
funeral arrangements, or attendance, etc.? The planning process creates 2 vehicle for
community collaboration that includes public service and emergency response entities,
businesses, media, social services, transportation systems, community leaders, and others.
The ultimate goal is to have everyone know their particular role and function when the
time comes to respond to a crisis. Although it clearly has applicability post-crisis, the

process we propose brings the entire school community together before & crisis rather
than after.

Schools regularly conduct fire drills to prepare for the unlikely event of a fire. Schools
must begin planning for other emergencies as well. A scan of the media over recent
years shows more acts of violence in schools than fires. The concept of the
preparedness planning is to have the school community be as prepared as possible to
respond to a range of emergencies wider than just a fire.

The SERP, however, is not a replacement for a fire evacuation plan. In a well
developed SERP the fire evacuation plan is one of the response options. In fact, the fire
evacuation plan can be used as a response to other types of crises. The Handbook
provides the school with additional options to use in coping with the realities of
managing a school and protecting its occupants. It provides a deliberate, well-planned
response for a large array of emergency situations. It means that when faced with a
crisis, the school will have had the opportunity to respond to a situation that has already
been discussed, using strategies that have been prioritized and practiced. This is a far
better alternative than having to fly by the seat of the pants in response to an unexpected
situation where a wrong decision could unknowingly and unfortunately cost lives or
possibly create additional, avoidable trauma.

What makes this handbook especially valuable is that it can be applied and adapted to
the particular culture and organizational structure of each school. It provides both a
procedure and framework to help every school develop its own unique handbook. The
data and information generated by this process will accurately reflect your total school
community's concerns, fears, resources, and capacity to handle a crisis situation.

There are seven steps in the development and maintenance of the School Emergency
Response Plan. Many of the steps include worksheets and checklists, while others are

very interactive and “constructivist” in nature. They will be spelled out in the following
sections:

1. Total School/Community Involvement
2. School Inventory

3. Design of School Emergency Response Plan

2 (¥ The Regional Laboratory for Educational Improvement of the Northeast & Islands

L0




introduction

4. Outreach/Planning
S. Critical Discussion with Community Services and Public Safety Departments
6. Piloting of Plan and Debrief

7. SERP Updates

ERIC (¥ The Regional Laboratory for kucational Improvement of the Northeast & Islands 3
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Total School/Community involvement

Step 1. Total School/Community Involvement

Purpose: To identify who should be at the table.

Though the process of creating a SERP could be initiated from any number of groups in
the community (principal, parent, teacher, public service agency, student, superintendent,
or business), we assume that the school will take the leadership role. For this initial
planning phase it is recommended that a small group of people (four to five) be
assembled to familiarize themselves with the planning process, and begin to complete
Table 1 and Worksheets 1.1 and 1.2. This initial convening of a limited number of key
players should make the planning smoother and more strategic.

Figure 1 provides a framework for developing the core SERP team. These are key
people representing the various entities in your school community. They act as liaisons
or ccanections to a body of information and/or people. A core emergency response
team will make it easier to manage decisions, changes, information, and the development
of the SERP. Table 1 and accompanying Worksheet 1.2 will assist you in listing
additional entities and/or people who would be invited to attend during a large group
meeting to develop the SERP. Not all identified participants need to attend all SERP
planning activities; however, be strategic about whom to bring in when. Involvement of
all parties ensures a collaboratively developed response.

These beginning steps are the most basic, yet sometimes the most difficult parts of the
plan to exe~ute. If some participants have had an antagonistic relationship with the
school in the past, it will take time and patience to bring them to the table. It is
important that ‘ou do so. The SERP should be the community's "common ground”
and/or agenda. Coming together before a crisis is a lot more productive and fruitful
that dealing with after effects, and making an extra effort to be proactively engaged can
be extremely rewarding. A statement to potential "naysayers” like: “Leave your past
negative history or experience at the door” can prove useful.

Each school should include from Table 1 the appropriate entities and/or individuals
given its context or structure (e.g., a city school might include the mayor or his/her staff.
Other schools could involve the town manager, selectman, or alderman). Furthermore,
there may be agencies or intervention teams that are part of the state attorney general’s
office, civil rights community relations office, U.S. Department of Justice's Community
Relations Service, or other similar agency. These latter agencies could be called in to do
a final review and/or comment on a developed plan.

Bringing together the stakeholders of the community is a significant consideration and
principle in the development of the SERP. Some individuals will already possess
substantial emergency response training. They may also have a different perspective on
the services available as well as the range of responses that they could assume in
handling a crisis.

(B The Regional Laboratory for Educational Improvement of the Northeast & Islands
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School Emergency Response Flan

NOTE: The larger school system/district or community may already
have a crisis intervention team or mediation team that should
also be included in this planning phase. Furthermore, if an

emergency booklet or policy already exists, a careful review of
that is recommended.

Think about the following question: Which message from the school spokesperson
during or after a crisis produces greater confidence and provides a quicker road to your
school's recovery? *We're still in shock over the incident” or "In aucordance witn our

Emergency Response Plan Handbook, we've contacted agencies that will be on-site to
help students and staff to cope with the situation.”

In this first step of the SERP, begin to identify *key" or lead people for the possible
entities to k= cventually involved in the planning. The titles ".« the boxes are simply
guides; a blank version of Figure 1 can be found in Workskzet 1.1.

Figure 1
Identifying Key Players

Principal
SERP

Coordinator

Teacher :?r.e n
) iaison
Liaison
St.uc_:lent School Security
Liaison
ISf.)cial Sve, Support Staff
faison iai
School Nurse Liaison
6 (® The Regional Laboratory for Educational Improvement of the Northeast & Islands
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Total School/Community Involvement

Table 1

Potential Participants in the SERP Development

The following table will help you think about those you may want to involve in the
development of the SERP. It is not necessary to involve all of those listed in the total
process, but the wider the involvement in the planning, the greater the range of response
options, and ultimately the more successful your emergency plan. Often one person can
represent a variety of roles, but it is important that everyone in the school community
know that there is a SERP in place and they should know their role and function.

SCHOOL BUILDING

Administration:

O Principal

O Assistant Principal

O Academic Program
Coordinator

O Athletic Program Coordinator

Teachers:

O Itinerant

O Bilingual/ESL
0O Special Needs
[I Aides

Other:

0O Students

O Counselors

O Psychologists

O School Nurse

0O Secretarial /Support Staff
0O Building Maint./Custodian
O Cafeteria Manager/Staff
{1 Paraprofessionals

O School Security

O Attendance Officer

PARENTS

O Parent Action Council

0 Parent Teacher Organization
O Parent Teacher Association

DISTRICT LEVEL

O School Transportation
O Public Relations

0O Superintendent

COMMUNITY SERVICES
O Fire Department

O Police Department

0O Ambulance/EMT Services

Hospitals

O Trauma Unit

O Psychological Services
0O Social Services

Mental Health Services
O Psychologists
0O Social Workers

COURTS

O Youth Workers
01 Court Clinics

O Attorney General

PUBLIC UTILITIES

[1 Phone Company

O Electric Company

O Gas Company

O Oil Company

O Public Transportation
O Public Works

O Highway Department

CITY/TOWN GOVT.

O Town Manager

O District Attorney

0 Alderman/Mayor/Other

STATE GOV'T. AGENCIES

O Youth Services

O Corrections

O Dept. of Mental Health

[ Dept. of Mental Retardation
O Office for Children

0 Human Rights Comm.

CLERGY
O Minister
O Priest

O3 Rabbi

O Reverend
O Other:

CIVIC ORGANIZATIONS
O ACLU

O B'Nai B'Rith

O Lions Club

O NAACP

O National Urban League
O Rotary Club

0 Other:

MEDIA

O Newspaper(s)

[ Radio

O Television

O Local Cable Access

OTHERS

O Environmental Protect. Agency
O Civil Defense

O Local Colleges/Universities

O Disaster Relief Organization

(® The Regional Laboratory for Educational Improvcmeft (gf the Northeast & Islands 7




School Emergency Response Plan

Worksheet 1.1
Identifying Key Players

15

)
N 8 (¥ The Regional Laboratory for Educational improvement of the Northeast & Islands




Total School/Community Involvement

Worksheet 1.2 (page 1 of 6)
Participants' Role in the SERP

Worksheet 1.2 identifies the specific person, phone number, and their role and function;
if appropriate, a back-up person should also be identified. In addition, there are blank
spaces to configure the participants as you deem appropriate.

SCHOOL BUILDING

\dministration

H“" Title | Name and Phone Number l Role in the SERP
Principal

Assistant Principal

Academic Program
Coordinator

Athletic Director

Teachers

Itinerant
Bilingual/ESL
Special Needs
Aides

Other

Students

Counselors

Psychologists

School Nurse

Secretarial /Support Staff

Building Maintenance

Paraprofessionals

School Security

Attendance Officer

—

i6
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School Emergency Response Plan

Worksheet 1.2 (page 2 of 6)
Participants' Role in the SERP

PARENTS

Title Name and Phone Number Role in the SERP

Parent Action Council

Parent Teacher
Organization

Parent Teacher
Association

DISTRICT LEVEL

School Transportation

Public Relations

Superintendent

COMMUNITY SERVICES AND PUBLIC SAFETY ORGANIZATIONS

Fire Department

Police Department

Ambulance/EMT
Services

Hospitals

Trauma Unit

Psychological Services

Social Services

17
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Total School/Community Involvement

Mental Health Services

Worksheet 1.2 (page 3 of 6)
Participants' Roie in the SERP

Title

Name and Phone Number

Role in the SERP

Psychologists

Social Workers

COURTS

Youth Workers

Court Clinics

Attorney General

PUBLIC UTILITIES

Telephone Company

Electric Company

Gas Company

Oil Company

Public Transportation

Public Works

Highway Department

18
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School Emergency Response Plan

‘Worksheet 1.2 (page 4 of 6)
Participants' Role in the SERP

CITY AND TOWN GOVERNMENT

Title Name and Phone Number Role in the SER

Town Manager

District Attorney

Alderman/Mayor/Other

STATE GOVERNMENT AGENCIES

Youth Services

Corrections

Dept. of Mental Health

Dept. of Mentai
Retardation

Office for Children

Human Rights
Commission

CLERGY

Minister

Priest

Rabbi

Reverend

Other

19
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Total School/Community Involvement

Worksheet 1.2 (page 5 of 6)
Participants' Role in the SERP

CIVIC ORGANIZATIONS

Title Name and Phone Number Role in the SERP

American Civil Libertics
Union

B'Nai B'Rith

Lions Club

I| NAACP

“ National Urban Leagfxc
Rotary Club

Other

MEDIA
|

Newspaper
Radio

Television

Local Cable Access

OTHERS

Environmental Protection
Agency

Civil Defense

Local Colleges/
Universities

Disaster Relief
Organization

<V
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School Emergency Response Plan

Worksheet 1.2 (page 6 of 6)
Participants' Role in the SERP

OTHERS

Title Name and Phone Number Role in the SERP

(l
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School Inventory

Step 2. School Inventory

Purpose: 'To establish/identify the resources, limitations, or weak points that
exist in the school community.

Worksheet 2 (two parts) provides the basic structure for taking inventory of the
experiences and resources that are available within the school. These "resources” may
be called upon in an emergency or crisis. Through these worksheets, you will note
strengths and assets (Part One) as well as deficiencies and liabilities (Part Two), which
may currently exist within the school community. This will also inform you as to what
specific types of training and professional development are necessary. For example, it is
necessary to assess whether you need a nurse or other person with CPR training or first
aid training. If that skill is essential but does not exist in-house, what plan should you
put in place to acquire it?

This is also a time to consider what legal liabilities there are, if any, for not having
certain people, procedures, or skills in place or accessible. After you've completed this
inventory step you should return to both Table 1 and Worksheet 1.2 to either verify a
resource or assign someone an additional function. This checks and balances function
should also be assigned to one, or at most, two people, so as to avoid a scenario in which
someone needed CPR training, yet no one made sure it was addressed.

NOTE: If it is determined that a particular individual has specific and
necessary training that would prove useful in a crisis, be sure
the person is comfortable about being assigned that role.
This is similar to an airline attendant checking if a person
feels comfortable operating an emergency door exit on an
airplane.

<2
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School Emergency Response Plan

Worksheet 2, Part 1
In-School Strengths, Assets, and Training

Skill Name of Resource/Person Accepts Assignment
Y/N

Medical
Basic first aid
CPR

Heimlich maneuver

Other:
Counseling
Crisis counseling
Grief counseling

Suicide counseling
Other:
Mediation

Self-Defense
Hand-to-hand combat
Martial arts

Firearms safety

<3
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School Inventory

Worksheet Z, Part 2

In-School Liabilities, Vulnerabilities, and/or Limitations

Special Attention
Necessary

Name

Person Informed/
Consulted Y/N

Inability/doubtful
ability to handle a
crisis, for whatever
reason

Unable to respond to
crisis appropriately

Unable to cope with
high stress situations

Physical handicap

Limited English
language proficiency

Problem being placed
in proximity to
another (potential

for violence)

Other:

<4
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Design of School Emergency Response Plan

Step 3. Design of School Emergency Response Plan

Purpose: 'To assess learnings from past emergencies or crises; take a reading on your
school climate, and fold the informatior: into your SERP.

This section is more "process” oriented and interactive and results in your school's
actual SERP. This is the moment in which to convene all people that will play a role in
the planning. The activity begins with a case study. In groups of five to six perple,
review the case study: “Unrest in the School” and then proceed to Worksheet 3.1

(2 pages): Case Study Response Options.

After completing and reviewing the responses to the case study from the members of
your group, proceed to the next worksheet. Worksheet 3.2 asks you to think about your
own school's past, current and potential future crises, or emergencies — your worst
nightmares — along with some responses, planned or unplanned, and provides a format
to list the emergency situations that might occur. It is important to develop as broad a
list of possible or potential emergencies. These situations can often be drawn from
media reports of situations around the country or in your community or state. Public
service agencies and emergency response personnel will have a substantially different set
of situations to bring to the table. Not all situations need to be as striking or dramatic
as a hostage scenario; someone who falls down a flight of stairs and has multiple
fractures or broken bones can be just as traumatic.

Every situation that surfaces allows for a more thoughtful, relevant, and proactive
approach and subsequent response. Having at least talked about and verbalized a
situation provides a greater ability to respond than when facing a situation that has never
been considered or voiced.

Previous training experience on emergency response planning has demonstrated that
individuals (teachers, parents, etc.) initially reflect on external situations brought into the
school (e.g., a gang fight on campus), which tends to bring out their feeling of
vulnerability and lack of safety in the school or community. People's fears, ansieties, and
overall concerns should be addressed directly and in a sensitive and professional manner.
This stage of work may create a great deal of anxiety, and it is wise to consider creating
a future forum for discussion of vulnerabilities, if necessary. The risk of not providing
such a forum is that the anxiety may spill over into the classroom and affect learning and
teaching.

NOTE: Do not minimize or discount any situation or early warning signs
that surface as you discuss your own school climate!

The media or a disgruntled individual may do even more harm in a crisis if the victims
or school individuals are quoted as saying: “We could see it coming and no one did
anything about it." Encourage people to express misgivings or frustrations and problem
solve together before the crisis.

(® The Regional Laboratory for Educational Improvement of the Northeast & Islands
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School Emergency Response Plan

As you discuss potential responses, keep in mind that it is possible and recommended to
have within the SERP different responses to different types of crises. It is better to

develop several responses and then collapse the plans than try to fit all response options
into one.

Once your SERP has been developed, you will need to create a simple signal system that
will communicate to all staff throughout the building. The signal system should be able
to reach everyone who will need to be informed of the crisis wherever the person may
be. The signal system should communicate to staff and students which response should
be followed: evacuate, stay put, secure the building, etc. For example the
announcement: “Ms. Nelson, please pick up your briefcase® could mean that all

classroom doors be locked until further notice. A “simple” signal system to

communicate with emergency public services is also recommended.

<b
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Design of School Emergency Response Plan

Case Study
Unrest in the Sch-ol

Rumors of unrest in the neighborhood are filtering through the high school. There have
been two incidents in the local park where groups of teens have been separated and

- disbanded by the police. On this day a fight breaks out in the cafeteria between two

seniors. It is swift and violent and a group gathers and watches and cheers it on but
does not mix into it. It seems to be over, although kids are arriving from all over the
school. The teachers attempt to disburse the teens but a knot of students who are right
in the center are visibly upset. Several of the students are sobbing almost uncontrollably
and their voices are high and shrill. People gather around them and arguments break
out. Soon, groups of kids are yelling at each other. 'fcachers try to move them out. .
There are scuffles and both students and teachers begin to get hurt.

Someone calls the police. Some of the kids move away voluntarily, and other kids go
into the guidance office with the counselor. Two other fights break out in the hallways
in two different locations and a teacher runs out in a panic and screams to the police
who are waiting outside to come in. “It's out of control,” he says. *“We need help.”
The police come into the school and the officer in charge tells the principal, *We're in
charge now. We'll take over." The canine officer is standing behind him with a large
German Shepard straining at his leash.

(Proceed to Worksheet 3.1)

X
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School Emergency Response Plan

Worksheet 3.1 (page 1 of 2)
Case Study Response Options

To be completed in response to the case study, “Unrest in the School.”

1. Describe the situation:

2. What is your assessment?

3. Describe a possible scenario/response.

28
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Design of School Emergency Rasponse Plan

Worksheet 3.1 (page 2 of 2)
Case Study Response Options

Think about the following:

1. Can you think of any special skills/resources that should have been made available
during this situation.

2. Were there any other organizations/people or services that could have been useful on-
site?

3. Can you think of any actions that could have been taken before the crisis?

4, Think about the discussion or conflict you've had in your own group during this
activity. Is there something that came up that might get in the way of a successful
emergency response in your school?

<9
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School Emergency Response Plan

Worksheet 3.2 (page 1 of 3)
Your School: Past, Present, 2and Future

Instructions:

List two situations of either violence, aggression, and/or other crisis/emergency your
school has experienced. Use situations that have occurred on campus, or list situations
that occurred in the community that had an impact on the students or faculty. If none
have occurred, pick two from the Possible Scheol Emergency Situations list on page 27.

As you work on this section of your SERP, think about things at two levels: a personal

one and an organizational one. What can you do in your individual role and what can

the school do as an institution? This is alse the time to be honest and straightforward

about your concerns, worries or anxieties. Are there early warning signs that should be
heeded or addressed? Think in a prevention mode, and as remote or as far-fetched as
you think some concerns are allow them to surface for discussion.

Also, be as specific as possible about who will do what, especially in the follow-up
section. If there are any vulnerabilities or weak links in the system, the time to bring
them up is now.

Reminder: If you are unable to think of something, refer to the Possible School

Emergency Situations or to Possible School Responses to Emergencies for additional
ideas and information.

vl
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Design of School Emergency Response Plan

Worksheet 3.2 (page 2 of 3)
Your School: Past, Present, and Future

For each situation you've identified, answer the questions that follow. Feel free to add
questions of your own.

Situation #1: (describe briefly)

1. How did you handle the situation personally/organizationally?

2. How did you and/or the school follow up on this situation?

3. How might you/the school handle it better?

4. Could it happen again? Why? Why not?

S. Were there any warning signs then, and are there any now?
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School Emergency Responsa Plan

Worksheet 3.2 (page 3 of 3)
Your School: Past, Present, and Futare

Situation #2: (describe briefly)

1. How did you handle the situation personally/organizationally?

2. How did you and/or the school follow up on this situation?

3. How might you/the school handle it better?

4, Could it happen again? Why? Why not?

S. Were there any warning signs then, and are there any now?

3
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Design of School Emergency Respornise Pian

Possible School Emergency Situations
(To be used for brainstorming)

1. A fight breaks out between two (or more) large groups of students: in the cafeteria;
during an assembly; after school.

2. A teacher has a heart attack during class.

3. Someone falls down the stairs, has multiple broken bones, and is bleeding from a
head injury.

4. An outsider enters the school with a gun and takes a classroom (students and
teacher) hostage.

5. A staff member/student suffers severe arterial bleeding resulting from stab wound
or glass cut.

6. The roof of the cafeteria collapses.

7. A fuel spill from delivery truck has explosive potential.

8. Noxious fumes fill corridor outside cleaning closet.

9. An apparent explosive device is found in a trash container.
10. A tanker spills toxic chemicals on road near the scheol.

11. A staff member is warned by an anonymous phone call that they will be attacked
after school.

12. A bomb threat is called into the school office.
13. A tornado strikes the school district.
14. The school boiler explodes, blasting out wall and roof.

15. A student on school grounds is injured in drive-by shooting.

33
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School Emergency Response Plan

Possible School Responses to Emergencies (page 1 of 3)
(Things to consider when developing your SERP)

What to do with:

STUDENT/STAFF MOVEMENT

O No change, situation normal.
O Early dismissal (as with half-day program).
O No movement (everyone stays in the classrooms or offices, corridors are cleared).
0O No movement and secure the building (all exterior and classroom doors are locked).
0O Limited evacuation (by wing or classroom) to another part of the building

(e.g. auditorium, gym).
0O Full building evacuation (same as fire evacuation plan).
SCHOOL SITE SECURITY
O No change, situation normal.
O Prevent students from leaving the building.
O Restrict access to the building.
O Emergency services only.
O Media access.
O Restrict outside access to school grounds.
O Parent access.
O Disable pay phone(s).

34
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Design of School Emergency Response Plan

Possible School Responses to Emergencies (page 2 of 3)
(Things to consider when developing your SERP)
What to do with:
STUDENT/STAFF TRANSPORTATION
O Normal dismissal.
O After school events canceled.

0O Immediate dismissal of all students within walking distance.

O Students who normally use personal transportation go to buses.
O Hold buses the buses until notified.
O Provide bus transportation for students who normally walk home.

O Students board buses at designated area after building evacuation.

OTHER
PARENTS/GUARDIANS
O Contact all parents/guardians.

O Contact parents/guardians of affected students.

MEDIA
O Contact during situation.

O Contact after situation.

EMERGENCY SERVICES
O Contact during situation.

O Contact after situation.
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School Emergency Response Plan

Possible School Responses to Emergencies (page 3 of 3)
(Things to consider when developing your SERP)

FOLLOW-UP ACTIVITIES
0O Notification of parents/guardians of those involved.

O Provide appropriate support services to those directly involved.

O Provide opportunities for appropriate support services for the whole school
community.

O Legal action or referral.

0O Rumor control phone line established.

WRITTEN COMMUNICATIONS
O Students

O Staff

O Parents

O Media

ASSEMBLY/MEETINGS
O Students

O Staff

O Parents

O Media

3t
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Outreach/Planning

Step 4. Outreach/Planning

Purpose: To apprise local institutions of the SERP.

Depending on your relationship with local media, you may want to bring reporters in at
the beginning of the SERP planning or when you're about to do your simulation.

This phase is opportune to negotiate an agreement or understanding with local
institutions with regard to media communications and information flow for emergencies.
Remember that it is the media's job to report the news, and responsible journalists will
not want to add to your problems. If they can be assured of g:tting the factual
information in a timely fashion, they are often willing to cooperate.

Invite your local news media to do a story on a proactive step being taken by a school,
like development of the SERP. Unfortunately, our experience has demonstrated that
news that is encouraging or looks on the bright side of things is seldom reported.

In addition, a visit to the local health, hospital, and/or mental health services center staff
would make things easier in case of an emergency requiring counseling or medical
attention. You may want to find out what capacity a particular “people services” agency
has (for example, trauma counseling).

Y]
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Critical Discussion with Community Services and Public Safety Departments

Step 5. Critical Discussion with Community Services and
Public Safety Departments

Purpose: 'To establish a plan of action with emergency teams
(fire/police/ambulance) about who has control in situations and
when and how responsibility changes hands.

NOTE: This step should be one of the final steps in the process and
should be enacted once all other specifics are identified.

It is important to have an understanding of who will be in control of any situation. One
school called in the local police to help quell a student fight and found that the police
assumed total control of the site as soon as they arrived on campus. The reaction or
possible over-reaction in some cases made matters worse. Just what “control” means

and how far it extends is an important consideration. It may be possible to negotiate this
issue face-to-face before the fact or crisis. This last statement makes it clear why all the
stakeholders need to be involved in the development of the SERP. These matters
cannot be negotiated during a crisis! It is important for the school officials to know
whether to relinquish all control over the entire campus when particular agencies are
called in, or only when a certain type of emergency is declared.

Related to confidentiality, does the media have a right to question emergency personnel?
Will they be able to respond to questions? Are there any problems with the physical
plant? Can doors that are locked with chains be opened in an emergency? Cana
stretcher be easily moved or transported with a body through the building. If this is not
possible, what is the option, and/or possible liability?
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Piloting of Plan and Debvrief

Step 6. Piloting of Plan and Debrief

Purpose: To engage all staff, students, and parents of the school syster in a
crisis scenario and evaluate the procedure for modifications.

You have fire evacuation drills to test the plan and the schools' response. If the SERP is
important enough to develop, then it is also worth testing. The test could aiso serve as a
starting point to engage students, staff, parents, and others in a discussion of violence
and trauma in general.

This is the opportunity to test the design you've created for the SERP, as well as
communications procedures with the community service agencies as well.

The debriefing should involve all of the relevant players identified in Figure 1. When
testing a plan it is also helpful to have designated observers who are looking for trouble
spots and who are free to move about to evaluate the fask. These observers could be
from the Attorney General's office, local police department, or other agency.
Key Points

e Discuss what did and did not work, and why

e Set specific times and dates for modification of the system

e Discuss back-up positions for some people (substitutes)

o Create a staff development plan to ensure that all identified staff have the -

necessary skills to implement the SERP (e.g., basic first aid, CPR, mediation,
and/or counseling)

3Y
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SERP Updates

Step 7. SERP Updates

Purpose: To keep the SERP timely and relevant.

Every crisis or near-crisis is a learning opportunity. Use these experiences to talk about
what went well and what did not. What could have been done differently that would

have made a difference? If the situation had been a little different would the response
still have worked as well?

The following opportunities are recommended for updates:
® pOst-Crisis;
e increase in staff and new employee orientation; and
e orientation for new students and parents.

All systems can fail, and this is one of those plans you hope you never have to use. But
in the event that you must implement your SERP, it may not proceed as planned.
Regular updates, discussions, and attention to early warning signs will certainly increase
the chances of things going smoothly.

When former President Ronald Reagan was shot, a cabinet member went before
national and world television and said that he was now in charge. This was not the vice
president, but the secretary of state. This very simple and incorrect statement created
worries that reached the Kremlin and ricocheted through the minds of many people,
creating undue anxiety. Unpredictable things happen during a crisis situation and no
one, not even those in the highest levels of our government, can predict actual outcomes
or how things will play out.

4 ()
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< difficult as it is to prepare for cmergencies, such preparation can save lives, time, and

needless trauma in the event of a real emergency. Preparation is difficult because we

don't want to admit the increasing likelihood of a crisis situation — and it takes time
and effort to develop contingency plans. time we'te spending solving today's problem, not antic-
ipating tomorrow's. But what many schools uscd to see as an impossibility has too often
hecome today's reality. We offer this handbook as a guide to the process of planning for a crisis
in the hopes that it assists you in your planning and that it makes your potential response more
effective. efficient, and complete.

This handbook is not a violence prevention program — it is a school preparedness plan that can
help vou anticipate. plan for, and respond to a variety of crises. ranging from natural disasters to
wecidents to acts of violence. We see it as one part of an overall effort that includes
accident/violence prevention.

Other Laboratory publications, products, and services support the protessional and instructional
climate and policy environment that are integral to student and school success. The Regional
Laboratory for Educational Improvement of the Northeast and Islands is one of ten regional
cducational laboratories sponsored by the U.S. Department of Education's Office of Educational
Rescarch and Improvement. The Laboratory has been serving educators. policymakers, and
community members of New England, New York, Puerto Rico, and the Virgin Islands since
1985. For more information about our products and services, call or write:

g The Regional Laboratory

for Educational lmprovement of the Northeast & Islands

300 Brickstone Square. Suite 9%
Andover. Massachusetts 01810
(508) 470-0098 ¢ Fax. (3080 475-9220
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